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statements, bills, or invoices used for billing and recordkeeping pur-and balancing receipts, and sending cash, checks, or other forms of
poses, depending on the organization’s needs. In one organization, thgayment to the bank.
clerk might prepare a bill containing the amount due and date and type of In large offices and accounting departmestspunting clerkbave
service; in another, the clerk would produce a detailed invoice with codesnore specialized tasks. Their titles often reflect the type of account-
for all goods and services provided. This latter form might list items ing they do, such as accounts payable clerk or accounts receivable
sold, credit terms, date of shipment or dates services were provided, elerk. In addition, responsibilities vary by level of experience. Entry-
salesperson’s or doctor’s identification, if necessary, and the sales totalevel accounting clerks post details of transactions, total accounts, and
After entering all informatiorhilling machine operatorthen run compute interest charges. They may also monitor loans and accounts,
off the bill to send to the customer. Computers and specialized billingto ensure that payments are up to date.
software allow many clerks to calculate charges and prepare billsin  More advanced accounting clerks may total, balance, and recon-
one step. Computer packages prompt clerks to enter data from handile billing vouchers; ensure completeness and accuracy of data on
written forms and manipulate the necessary entries of quantities, laaccounts; and code documents, according to company procedures.
bor, and rates to be charged. Billing clerks verify the entry of informa- They post transactions in journals and on computer files and update
tion and check for errors before the computer prints the bill. After thethese files when needed. Senior clerks also review computer print-
bills are printed, billing clerks check them again for accuracy. outs against manually maintained journals and make necessary cor-
rections. They may also review invoices and statements, to ensure
Employment that all information is accurate and complete, and reconcile computer

In 1998, billing clerks held about 342,000 jobs, and billing machine F€POrts with operating reports. .
operators held about 107,000 jobs. One third of the billing clerks’ jobs _Auditing clerksverify records of transactions posted by other work-
were in health services, mostly in physicians’ offices. Transportation®rS: They check figures, postings, and documents for correct entry,
and wholesale trade industries each accounted for 1 out of 10 jobgn@thematical accuracy, and proper codes. They also correct or note
Most of the remaining jobs were found in manufacturing or retail trade. €""0"S for accountants or _other Workers to ".’ldJUSt' i .

Wholesale and retail trade establishments provided about one third AS organizations continue to computerize their financial rec_or_ds,
of all billing machine operator jobs; service establishments, including Many bookkeeping, accounting, and auditing clerks use specialized

health services, provided another third. Of the remaining jobs, mos@ccounting software on personal computers. They increasingly post
were found in banks and other financial institutions. charges to accounts on computer spreadsheets and databases, as

manual posting to general ledgers is becoming obsolete. These work-
ers now enter information from receipts or bills into computers,
which is then stored either electronically, as computer printouts, or
oth. Widespread use of computers has also enabled bookkeeping,
Eécounting, and auditing clerks to take on additional responsibilities,
§uch as payroll, timekeeping, and billing.

Job Outlook

Job openings for those seeking work as billing clerks or billing machine
operators are expected to be numerous through the year 2008. Despi
the lack of rapid employment growth, many job openings will occur as
workers transfer to other occupations or leave the labor force. Turnove
in this occupation is relatively high, which is characteristic of an entry- Employment

level occupation requiring only a high school diploma. Bookkeeping, accounting, and auditing clerks held about 2.1 million
Employment of billing clerks is expected to grow about as fast as thejop jn 1998. About 25 percent worked in wholesale and retail trade,
average for all occupations through the year 2008. A growing €CONOMY, 4 16 percent were in organizations providing business, health, and

and increased demand for billing services will resultin more businessgigl services. Approximately 1 out of 3 of bookkeeping, accounting
transactions. Rising worker productivity as computers manage more,q auditing clerks worked part time in 1998. ' '

account information will not keep employment from rising. More com-
plex billing applications will increasingly require workers with greater 3o Outlook

technical expertise. ) ~ Virtually all job openings for bookkeeping, accounting, and auditing
Employment of billing machine operators, on the other hand, is clerks through 2008 will stem from replacement needs. Each year,

expected to decline through the year 2008. More advanced machinegumerous jobs will become available, as these clerks transfer to other

and computers will continue to replace billing machines, enabling bill- gccupations or leave the labor force. Although turnover is lower than

ing clerks to perform the jobs formerly done by billing machine opera- among other record clerks, the large size of the occupation ensures
tors. In some organizations, productivity gains from billing software

will increasingly allow accounting clerks to take over the responsibili-
ties of billing clerks and billing machine operators.
(See the introductory statement on records processing occupations f

Bookkeeping, Accounting, and Auditing
Clerks

(O*NET 49023B, 55338A, and 55338B)

Natureof theWork

Bookkeeping, accounting, and auditing clerks are an organization’s fi-
nancial recordkeepers. They compute, classify, record, and verify nu-
merical data, to develop and maintain financial records.

In small establishmentspokkeeping clerksandle all aspects of
financial transactions. They record debits and credits, compare cur’
rent and past balance sheets, summarize details of separate Iedge%,
and prepare reports for supervisors and managers. They may alSBookkeeping, accounting, and auditing clerks develop and maintain
prepare bank deposits by compiling data from cashiers, verifying inancial records.

o
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plentiful job openings, including many opportunities for temporary verify stock trades by comparing the records of the selling firm to
and part-time work. those of the buying firm. Dividend clerks ensure timely payments
Employment of bookkeeping, accounting, and auditing clerks is of stock or cash dividends to clients of a particular brokerage firm.
expected to decline through 2008. Although a growing economy will Transfer clerks execute customer requests for changes to security
result in more financial transactions and other activities that requireregistration and examine stock certificates for adherence to banking
these clerical workers, the continuing spread of office automation will regulations. Receive-and-deliver clerks facilitate the receipt and
lift worker productivity and contribute to employment decline. In delivery of securities among firms and institutions. Margin clerks
addition, organizations of all sizes will continue to consolidate various post accounts and monitor activity in customers’ accounts to en-
recordkeeping functions, thus reducing the demand for these clerks. sure that clients make payments and stay within legal boundaries
Information on working conditions, training requirements, and earn- concerning stock purchases.
ings appears in the introduction to records processing occupations.  Technology is changing the nature of many of these workers’jobs.
A significant and growing number of brokerage clerks use custom-
designed software programs to process transactions more quickly. Only

a few customized accounts are still handled manually.
BrOkerage Clerks and Statement Clerks Statement clerkassemble, verify, and send bank statements ev-
(O*NET 53126 and 53128) ery month. In many banks, statement clerks are called statement

operators because they spend much of their workday running so-
phisticated, high-speed machines. These machines fold computer-
Natureof theWork printed statements, collate those longer than one page, insert state-

Brokerage clerkperform a number of different jobs with wide ranging ments and canceled checks into envelopes, and seal and weigh then
responsibilities, but all involve computing and recording data on securitiesfor postage.  Statement clerks load the machine with statements,
transactions. Brokerage clerks may also contact customers, take orderé@nceled checks, and envelopes. They then monitor the equipment
and inform clients of changes to their accounts. Some of these jobs ar@nd correct minor problems. For more serious problems, they call
more clerical and require only a high school diploma, while others arerepair personnel. _
considered entry-level positions for which a bachelor’s degree is needed. N banks that do not have such machines, statement clerks perform
Brokerage clerks, who work in the operations departments of securi2ll operations manually. They may also be responsible for verifying
ties firms, on trading floors, and in branch offices, are also called marginsignatures and checking for missing information on checks, placing
clerks, dividend clerks, transfer clerks, and broker’s assistants. canceled checks into trays, and retrieving them to send with the state-
The broker’s assistant, also called sales assistant, is the most confRents. In a growing number of banks, only the statement is printed
mon type of brokerage clerk. These workers typically assist two bro-and sentto the account holder. The canceled checks are not returned
kers, for whom they take calls from clients, write up order tickets, this is known as check truncation.
process the paperwork for opening and closing accounts, record a Statement clerks are employed primarily by large banks. In smaller
client's purchases and sales, and inform clients of changes in theiPanks, a teller or bookkeeping clerk, who performs other duties during
accounts. All brokers’ assistants must be knowledgeable about investthe rest of the month, usually handles the statement clerks’ function.
ment products so they can clearly communicate with clients. ThoseSome small banks send their statement information to larger banks for
with a “Series 7” license can make recommendations to clients at thdrocessing, printing, and mailing.
instruction of the broker. The Series 7 license is issued to securities
and commodities sales representatives by the National Association of mp|oyment

Securitie_zs Dealers and allows them to provide advice on securities t®rokerage clerks held about 77,000 jobs in 1998, and statement clerks
the public. held about 16,000 jobs. Brokerage clerks work in firms that sell secu-

Brokerage clerks in the operations areas of securities firms peryities and commodities. Banking institutions employed almost all state-
form many duties to facilitate the sale and purchase of stocks,ment clerks.

bonds, commodities, and other kinds of investments. These clerks

produce the necessary records of all transactions that occur in their

area of the business. Job titles for many of these clerks depengOb Outlook _ .

upon the type of work they perform. Purchase-and-sale clerks, forEmployment of brokerage clerks is expected to increase faster than the

example, match orders to buy with orders to sell. They balance andVerage for all occupations, while employment of statement clerks
should decline. With people increasingly investing in securities, de-

mand for brokerage clerks will climb to meet the needs of processing
larger volumes of transactions. Because most back office operations
are now computerized, employment growth among brokerage clerks is
not expected to keep pace with overall employment growth in the
securities and commodities industry; however, brokerage clerks will
still be needed to update records, enter changes to customer’s accounts
and verify securities transfers.

Broker’s assistants will also increase in number along with the
number of full-service brokers. Because these clerks spend much of
their day answering telephone calls, placing orders, and often running
the office, their jobs are not readily subject to automation.

The number of statement clerks is declining rapidly due to increas-
ing technology in the Nation’s banks. With the job of producing state-
ments almost completely automated, the mailing of checks and state-
ments is now done mostly by machine. In addition, the further spread
of check truncation and the increased use of automated teller machines
and other electronic money transfers should result in significantly
fewer checks being written and processed.

(See introductory statement on records clerks for information on
Brokerage clerks record data on securities transactions. working conditions, training requirements, and earnings.)




